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From: Commandant of the Marine Corps
To: Distribution List

Subj: REORGANIZATION PROCEDURES AT HEADQUARTERS MARINE CORPS
Encl: (1) Reorganization Checklist

1. Purpose. To provide procedures for implementing staff
agency reorganizations at Headquarters Marine Corps (HQMC) .

2. Cancellation. HQO 5400.21.

3. Background

a. Reorganizations within HQMC cause changes in many
administrative areas. Coordination between the reorganizing
element and other departments/divisions of this Headquarters,
therefore, is necessary to ensure an efficient and expeditious
transition.

b. This Order identifies the requirements necessary to
implement an internal reorganization and should serve as a
checklist for personnel responsible for staff agency
administration.

4. Action

a. Staff Agencies

(1) Identify issues regarding your specific
reorganization that may affect other staff agencies, and
initiate a proposal to those affected for comment/
recommendation.

(2) Submit a route sheet to the Director of
Administration and Resource Management requesting appropriate
action to effect the reorganization. This should be submitted
2 to 4 weeks prior to the effective date of the reorganization.
Include with this request:

(a) A staff agency point of contact for
reorganization planning.

(b) Comments and recommendations of affected staff
agencies.

(c) The documentation required for those actions
identified in the enclosure, less those actions required after
the reorganization has taken effect.
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(3) Ensure those actions required to be taken after the
effective date of the reorganization, as identified in the
enclosure, are accomplished.

(4) Develop organization codes which are used as
message and mail routing devices and as organizational level
designators; i.e., department, division, branch, etc., within a
staff agency. When significant reorganizations are proposed or
underway, strive for consistency in developing alpha and
numeric organization codes as follows:

(a) Use a single alpha character to identify a
department (example: B).

(b) Use one alpha and one numeric character to
identify staff/special assistants or offices reporting to a
department head (examples: B-1, B-2, etc.).

(c) Use two alpha characters to identify a
division (example: BA).

(d) Use two alpha characters and one numeric
character to identify staff/special assistants or offices
reporting to a division director (examples: BA-1, BA-2,
etc.).

(e) Use three alpha characters for a branch
(example: BAA).

(f) Use three alpha characters and one numeric
character to identify staff/special assistants or offices
reporting to a branch head (example: BAA-1, BAA-2, etc.).

(g) Use four alpha characters for a section
(example: BAAA).

(5) An organization should subdivide into two or more
elements, never into one. For example, a division would
subdivide into at least two branches, and a branch into two
sections, etc. An organization, however, should subdivide only
when each element resulting from the subdivision would have a
distinct job to do and enough people to justify a supervisor.

b. Director of Administration and Resource Management

(1) Provide assistance as needed to the staff agency
point of contact for reorganization planning.
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(2) Upon receipt of the route sheet requesting action on
a reorganization, review the accompanying documentation for
correctness and take appropriate action.

5. For record purposes, and in the absence of an effective
date, a reorganization will become official when a Marine Corps
Bulletin (may be issued in ALMAR format) is released announcing

the change.
/LeE/:gé’. ELLY
By direction

DISTRIBUTION: PCN 10208091400

Copy to: 7000078,110 (5)
8145004, 005 (2)
8145001 (1)
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